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Foreword 

This document is designed to help employers and employ- 
ees develop appropriate arrangements in their individual 
undertakings. The Health and Safety Commission 
commend this document to the education service. 
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Preface 



This guidance is issued by the Health and Safety 
Commission’s (HSC) Education Service Advisory 
Committee (ESAC) which was appointed in Novem- 
ber 1981 to advise HSC on the health and safety at 
work of employees in the education service and on 
the protection of pupils , students and others from 
directly related hazards arising from work activities. 
The membership of ESAC represents the interests of 
employers and employees in the whole range of 
educational establishments. A list of the nominating 
bodies from which ESAC’s membership is drawn is 
given in Appendix 1 . 

The managerial structure of the education service 
has some special features and experience has shown 
a need for specific guidance to supplement the 
existing general advice on safety policies*. The 
education sector has a good safety record and a long- 
standing commitment to encourage pupils, students 



and staff to be conscious of safety matters in all their 
activities . It is hoped that this guidance will encour- 
age a fresh look at existing policies and will promote 
a strengthening of those areas where monitoring has 
revealed weakness . 

The guidance is written in broad terms because of the 
range of establishments in the education sector. 

Each safety policy must however be tailored to meet 
the needs of the organisation for which it is designed. 
Further specific advice may be obtained from 
appropriate inspectors at area offices of the Health 
and Safety Executive (HSE). 



*To prevent undue repetition, the term ‘safety policy’ has been used to 
mean the policy for health and safety as expressed in the written 
document produced to comply with Section 2(3) of the Health and Safety 
at Work etc Act 1974 (HSW Act) and implemented by means of the 
organisation and arrangements referred to in the document. 
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Introduction 



1 Many accidents and cases of occupational ill-health 
can be prevented if proper thought is given to the risks 
involved in an activity and the necessary precautions are 
taken. The purpose of a safety policy is to set out manage- 
ment’s commitment to safety and the organisation and 
arrangements for identifying and dealing with risks. 

2 The preparation of a safety policy is the first step to- 
wards the self regulation envisaged by the HS W Act and is 



a legal requirement for an employer of five or more 
employees. If the safety policy is to be an effective 
working document then it must be periodically revised in 
the light of current conditions. 

3 It is not sufficient merely to write a safety policy. The 
commitment to health and safety must be translated into 
effective action. 



Legal requirements 

4 The legal requirement for a written safety policy is 
contained in Section 2(3) of the HSW Act which states 

‘ 'except in such cases as may be prescribed, it shall be the 
duty of every employer to prepare and as often as may be 
appropriate revise a written statement of his general 
policy with respect to the health and safety at work of his 
employees and the organisation and arrangements for the 
time being in force for carrying out that policy and to 
bring the statement and any revision of it to the notice of 
all his employees” . 

5 Section 2(6) of the HSW Act requires the employer to 
consult any appointed safety representative with a view to 
the making and maintenance of arrangements which will 
enable the employer and employees to cooperate effect- 
ively in promoting and developing measures to ensure the 
health and safety at work of the employees, and in 
checking the effectiveness of such measures. The Safety 



Representatives and Safety Committees Regulations 1977 
gave recognised trades unions the right to appoint safety 
representatives to represent employees in consultations 
with the employer about health and safety matters. 

Details are given in the booklet Safety Representatives 
and Safety Committees (see Appendix 2). Union 
appointed safety representatives should not be confused 
with professional safety officers/advisers appointed by 
the employer. 

6 The Employers Health and Safety Policy Statement 
(Exception) Regulations 1975 exempt, from the provi- 
sions of Section 2(3), any employer who carries on an 
undertaking in which, for the time being, fewer than five 
are employed, but only in respect of that undertaking. 
The exemption is likely to have little relevance to the 
education sector. 



Structure of the safety policy 

7 The safety policy statement can be divided into three 
parts: 

(a) the statement of the employer’s general policy with 
regard to health and safety; 

(b) the organisation for implementing the policy 
including allocation of functions to individuals; 

(c) the arrangements for carrying out the functions 
allocated to individuals and monitoring the effect of 
the safety policy. 

8 The statement of general policy together with an out- 
line of the organisation and arrangements should be 
prepared by the employer, be it an education authority, 
governing body or proprietor. Where an employer’s 



activities are carried on in more than one establishment or 
where activities of some complexity are carried out within 
the same establishment it may be helpful to amplify the 
statements on organisation and arrangements at local 
level in consultation with those who carry out manage- 
ment functions . For example, within a local authority 
whether all three parts of the safety policy are drawn up 
centrally or whether each head teacher assists by drafting 
the details of the organisation and arrangements for his or 
her school is a question for the employer to decide, but the 
duty to ensure that the safety policy is adequate, that it is 
effectively carried out, that its performance is monitored 
and that any necessary amendments are made remains 
with the employer. 
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Statement of general § - c Hey 

9 A positive approach to health and safety would be 

indicated by inclusion of the following points: 

(a) identification of the employer; 

(b) a declaration of the employer ’ s intention to provide 
safe and healthy working conditions for employees 
and to ensure that their work does not adversely 
affect the health and safety of other people; 

(c) reference to the need for employer /employee consul- 
tation on health and safety matters and to the need to 
consult individuals before allocating particular 
health and safety functions; 

(d) reference to the provisions of any expert advice 
necessary to determine the risks to health and safety 
within the establishment and the precautions 
required to deal with them; 



(e) commitment to the provision of sufficient infor- 
mation and training for employees in respect of risks 
to health and safety; 

(f) reference to the support necessary from everyone in 
order to achieve the objectives of the safety policy; 

(g) although Section 2(3) of the HSW Act requires the 
safety policy to be directed at ensuring health and 
safety of employees, Sections 3 and 4 of this Act 
impose additional duties in respect of persons other 
than employees who use the premises, eg pupils and 
students, visitors and contractors. The employer will 
wish to ensure that this responsibility is acknow- 
ledged and that arrangements are adequate to enable 
this legal obligation to be fulfilled. 



Organisation for carrying out the policy 

1 0 This section expl ains the allocation of functions to 
individuals. 

11 To achieve successful implementation of the safety 
policy there should be clear lines of communication on 
health and safety matters throughout the organisation be 
it a university, education authority, college, school or 
other education institution. The employer should 
establish the necessary systems for health and safety with- 
in the management structure, and the levels of respons- 
ibility at which the functions described in the policy are to 
be carried out should be defined. 

12 The ultimate responsibility for health and safety in 
each establishment rests with the employer, but in practice 
functions are delegated. For example, a local education 
authority may need to delegate some of its functions 
under the HSW Act to head teachers, but the duty to 
comply with statutory requirements cannot be delegated 
and remains with the local authority. 

1 3 Some matters may be outside the line management 
function of teaching staff. For example, when building or 
plant maintenance work in a State school is carried out by 
local authority personnel or by contractors, the responsi- 
bility for ensuring that a competent contractor is 
employed and for overseeing the planning and safe execu- 
tion of the work rests with the local authority and not with 
the head teacher. The organisation and arrangements for 
controlling such activities may be detailed in codes of safe 
working practice for the local authority service depart- 
ment, for instance the architects or engineers department, 
and will not be dealt with in this document. It may prove 
helpful to allocate the function of liaising between the 
head teacher and the service department to a member of 
the education department to ensure that any necessary 



arrangements are made for segregating pupils from main- 
tenance work activities. It may also be useful to represent 
diagramatically the relationship between the safety 
organisation and arrangements of the education and 
service departments. Although this example refers to a 
maintained school, similar problems will be faced by 
other organisations within the education sector. 

1 4 The following points are applicable to all safety 
policies: 

(a) key personnel in the line management structure, such 
as head teachers and some heads of departments, 
should be identified and their health and safety roles 
defined within the area appropriate to their contract 
of employment or letter of appointment. They have 
a duty to cooperate with the employer who must 
ensure that any necessary detailed arrangements for 
safe working are drawn up, implemented and 
maintained. For example, in a university or college 
of further education a head of department might 
cooperate by having code(s) of safe working practice 
drawn up for his or her department and make 
arrangements for their implementation on a day to 
day basis; 

(b) some employers have specialist consultants such as 
education advisers and inspectors, radiation 
protection advisers, fire prevention officers, safety 
officers and occupational health advisers. Their role 
in training, monitoring compliance with the policy, 
maintaining contact with sources of advice and 
safety representatives and their relationships to other 
members of the organisation should be detailed; 

(c) the procedures for j oint management/employee 
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consultation and constitution of any joint safety 
committee should be clearly set out; 

(d) key personnel, specialist consultants and appointed 
safety representatives can be named in an appendix 
to avoid redrafting the safety policy each time an 
individual is replaced; 

(e) the safety policy should make it clear that individual 
employees have a duty to take reasonable care for the 
health and safety of themselves and of other persons 
who maybe affected by their acts or omissions at 
work, in addition to a duty to cooperate with their 
employer or any other person so far as is necessary to 
enable the employer or other person to perform or 



comply with any duty or requirement imposed on 
him or her by the HSW Act or any other associated 
relevant statutory provision; 

(f) the means by which resources (manpower and finan- 
cial) are to be allocated and priorities determined 
should be indicated. It may be necessary to prepare 
annual health and safety programmes of work to 
assist in determining priorities between and within 
the employer’s establishments; 

(g) the safety policy should be signed and dated by the 
employer’s appropriate senior representative 
possessing the authority to ensure that it is imple- 
mented. 



Arrangements 

1 5 This section deals with how the functions allocated to 
individuals are carried out. 

1 6 Those people most closely involved in a particular 
type of work will have a valuable contribution to make as 
to how the job can best be done safely, although at times it 
maybe necessary to seek further advice from experts. The 
statement of arrangements should refer to the existence of 
health and safety publications such as those listed in 
Appendix 2 and should indicate where they can be 
consulted. 

1 7 Some topics might require a central rather than 
departmental approach with the organisation writing its 
own codes of safe working practice if existing advice is 
diffuse. 

1 8 The following are areas in which it would be helpful 
to make a clear statement of arrangements: 

(a) procedures for dealing with identified problem 
areas, eg guarding of machinery, means of access, 
fire prevention, good housekeeping and the effective 
inspection and maintenance of plant and equipment 
such as fume cupboards and electrical equipment; 

(b) procedures for introducing new machinery, plant 
and equipment, substances or processes, for 
examining health and safety aspects before a new 
project is commenced and for planning expeditions 
and field trips; 

(c) procedures for dealing with risks such as ionising 
radiations, noise, biological hazards, selection, 
storage and transport of gases and toxic chemicals, 
and disposal of toxic waste which may require a 
central rather than a departmental approach; 

(d) safe systems and methods of work for curricular or 
extra-curricular activities; 



(e) safe systems and methods of work for maintaining 
the fabric and services of the building; 

(f) safe systems and methods of work for cleaning and 
maintaining machinery and plant; 

(g) selection, provision and use of suitable protective 
clothing and equipment; 

(h) emergency procedures in the event of accidents , 
fires, explosions or escapes of dangerous substances; 

(j) arrangements for dealing with the use of the premises 
outside normal working hours; 

(k) arrangements for security to prevent unauthorised 
access; 

(l) arrangements for ensuring adequate first-aid cover 
at all times; 

(m) accident reporting and investigation procedures 
including arrangements for looking at and analysing 
accident statistics and near misses; 

(n) arrangements for obtaining and communicating to 
employees information about health and safety 
matters including information about articles and 
substances for use at work; 

(o) arrangements for consultation with safety 
representatives and involvement with joint safety 
committees; 

(p) arrangements for identifying training needs and for 
securing adequate training on recruitment and 
retraining when staff take up new responsibilities or 
move to a different department; 

(q) arrangements for dealing with the visits and 
recommendations of enforcing authorities. 
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1 9 The employer should monitor the implementation of 
the safety policy to assess whether the policy is being 
effectively pursued and whether satisfactory standards of 
safety performance are being achieved. 

20 The frequency and levels of monitoring must be 
tailored to the size and complexity of the establishment 
and the nature of the activities performed there. Sites with 
complex or potentially hazardous processes might require 
periodic auditing carried out by people with specialist 
knowledge and training. Where relatively low risk activi- 
ties are performed at a number of establishments under 
the control of one employer it might be more cost effective 
for safety inspections to be performed on a sample basis, 
but for any necessary remedial measures to be applied to 
all the establishments under the employer’s control. 

21 Employers should consider drawing up a checklist of 
health and safety risks such as that shown in Appendix 3. 
Some items on this list may be inappropriate to certain 
educational establishments while others may require addi- 
tional items; this basic list can be modified to suit local 
circumstances. Monitoring should not degenerate merely 
to ticking the items on the checklist, as such a blinkered 



approach might result in failure to detect hazards omitted 
from the list. 

22 Whatever monitoring system is chosen, the employer 
should give clear guidance on the frequency of safety 
inspections, who should carry them out and how and to 
whom the results should be reported, save, of course, in 
the case of inspections made by appointed safety represen- 
tatives. It is essential to set up an effective system for 
referring reports to the appropriate senior levels of 
management and for checking that satisfactory remedial 
action is taken. A basic report form with a section for 
remedial action might prove helpful. 

23 Reliable data should be collected to identify those 
areas of activity or those particular types of employment 
which give rise to the greatest number of incidents, be they 
accidents resulting in injury, cases of occupational ill- 
health or ‘near-misses’ . Analysis of the data and of safety 
inspection reports might identify areas where health and 
safety measures set out in the safety policy have failed, 
areas which have been omitted from the written document 
and priority areas for resource allocation. This will assist 
in the necessary periodic revisions. 



Publicising the pcSicy 

24 Section 2(3) of the HSW Act requires the employer to 
bring the health and safety policy statement and any 
revision of it to the notice of all his employees. For many 
people a copy of the general statement of intent plus the 
organisation and arrangements applicable to their par- 
ticular work activity are all that is required. An appendix 
could be included to indicate where more detailed docu- 
ments can be consulted. It may be helpful to display the 
policy statement plus revisions, appendices and arrange- 
ments for particular activities on notice boards and near 
identified hazards . 

25 The policy statement and associated documents 
should be written in a clear and simple style which can be 
understood by everyone in the organisation. If part of the 



workforce does not read English as a native language 
employers will already have some means of communi- 
cation established through bilingual workers, safety signs 
written in other languages etc. Employers will need to see 
that these workers are acquainted with the safety policy 
and those parts of supporting documents relevant to the 
areas in which they work. 

26 Although the statement of general policy, organisa- 
tion and arrangements are required to be written, the 
ideas, objectives and methods of the policy can be 
communicated in other ways such as posters, films, 
training sessions, group briefings and bulletins or 
newsletters. Information may also be disseminated 
through joint safety committees. 
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I ppent Sx I List of nominating bodies from which ESAC’s membership is drawn 



Department of Education and Science 

Scottish Education Department 

Welsh Education Office 

Association of County Councils 

Association of Metropolitan Authorities 

Convention of Scottish Local Authorities 

Committee of Vice-Chancellors and Principals of the 
Universities of the United Kingdom 

Independent Schools Joint Council 

General Synod of the Church of England 

Catholic Education Council 

Trades Union Congress 

Transport and General Workers Union 

National and Local Government Officers Association 



National Union of Public Employees 

Association of Scientific, Technical and Managerial 
Staffs 

National Association of Schoolmasters & Union of 
Women Teachers 

Educational Institute of Scotland 

Association of University Teachers 

National Association of Teachers in Further and Higher 
Education 

National Union of Teachers 

General Municipal Boilermakers and Allied Trades Union 

Central Council for Non-Technical Staff in Universities 

The views of a wider range of interests than those directly 
represented may be canvassed, for example as members of 
working groups. 



Appendix II Relevant publications 



Department of Education and Science 
Safety Series Booklets 

No 1 : Safety in outdoor pursuits (1979) 

2 : Safety in science laboratories (1978) 

3 : Safety in practical studies (1981) 

4 : Safety in physical education (1978) 

5 : Safety in further education (1976) 

6 : Safety at school : general advice (1979) 

Pamphlet The use of micro-organisms in schools and 
No 6 1 : non-advanced further education . 

Available from HMSO 

Health and Safety Executive 

Leaflet HSC 6 : Writing a safety policy statement. 
Advice to employers . 

Booklet HSC: Safety representatives and safety 

committees (regulations, code of 
practice and guidance note) 



Guidance Note Electrical safety in schools (this is 

GS 23 : directly relevant to the education sector 

but other guidance notes may be of 
general interest) 

ISBN 0 11 883567 X. 

Available from HMSO 

British Standards Institution 

British Standard 4163 : 1 984 Code of practice for health 

and safety in workshops of 
schools and similar 
establishments 

Available from British Standards Institution 
Linford Wood, 

Milton Keynes, MK14 6LE. 
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Appendix 111 Safety policy checklist 



Some items on this list may be inappropriate to certain 
educational establishments while others may require 
additional items; this basic list can be modified to suit 
local circumstances. 



The policy statement 



Does it give a clear unequivocal commitment to safety? 

Is it authoritative? Is it signed and dated by whoever 
speaks for the organisation at the highest level on matters 
of general concern? 

Is the policy regularly reviewed? By whom and how 
often? 

Has it been prepared in consultation with the trades union 
representatives? 

Are there effective arrangements to draw it to the 
attention of employees? 



Organisation 



Is the delegation of duties logical and successive through- 
out the organisation? 

Is the final responsibility placed at the highest level? 

Are key personnel identified? 

Are the health and safety responsibilities of key personnel 
written into the policy and specified in job descriptions? 
Have they been understood and accepted? 

Is the role of specialist advisers clear? 

Are there adequate arrangements for liaison with 
contractors and outside maintenance personnel? 

Are there adequate arrangements for consultation with 
the employees? 

Is it clear how safety representatives fit into the health and 
safety organisation? 



Machinery and plant 



Is the new machinery and plant checked for health and 
safety prior to being brought onto site? 

Is there a system of inspection to identify and safeguard 
dangerous machinery? 

Is there a system for checking plant and machinery after 
modifications? 

Is there a routine check on interlocking devices? 



Is pressurised plant subject to inspection and testing? 

Are monitoring systems and alarms tested at regular 
intervals? 

Are lifting machines and tackle subject to regular 
inspection and testing? 



Noise and vibration 



Are the risks assessed and danger areas notified? 

Is there a programme of noise reduction/control? 

Is personal protection provided and worn? 

Are the requirements of the Code of Practice for 
Reducing the Exposure of Employed Persons to Noise 
being met? Is there a risk from vibration? 



Radiation 



Is a competent person nominated to oversee the use of 
equipment and materials which may pose a radiation 
hazard? 

Is adequate monitoring equipment available? 

Are records kept in accordance with any relevant code of 
practice? 



Dust 



Do the arrangements for the control of dust meet 
statutory requirements? 



Toxic materials 



Are there adequate arrangements in the purchasing stores, 
safety, medical and user departments for the identifi- 
cation of toxic chemicals and specifying necessary 
precautions? 

Are storage areas adequately protected? 

Are emergency procedures for handling spillage/escape 
laid down, known and tested? 

Are procedures for transport and disposal of toxic 
materials adequate? 

Are there proper instructions for labelling? 

Are there adequate arrangements for the issue, 
maintenance and use of respiratory protection where it is 
found to be necessary? 
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Arrangements 



Training 

Is there a system for the identification of training needs? 

Is the responsibility for training properly allocated? 

Does training cover all levels from senior management to 
new entrant? 

Are special risk situations analysed for training 
requirements? 

Are refresher courses arranged? 

Safe systems of work 

Are those tasks for which a system of work is required 
identified? 

Are identified systems properly catalogued? 

Are the systems monitored? 

Are there systems to deal with temporary changes in the 
work? 

Are there proper systems of work for maintenance staff? 

Environmental control 

Is the working environment made as comfortable as is 
reasonably practicable? Does it meet statutory 
requirements? 

Is sufficient expertise available to identify the problems 
and reach solutions? 

Is sufficient instrumentation available? 

Are there arrangements to monitor the ventilation 
systems? 

Are temperature/humidity levels controlled? 

Is adequate lighting provided? Are there satisfactory 
arrangements for replacement and maintenance? 

Safe place to work 

Are there arrangements to keep workplaces in a clean, 
orderly and safe condition? 

Are walkways, gangways, paths and roadways clearly 
marked? 

Are there arrangements for clearing ha zards, eg 
substances likely to cause slipping, from the floors? 

Is safe means of access provided to all working areas? 

Are staircases, landings and openings in the floor 
protected? 

Is storage orderly, safe and provided with easy access? 



Are flammable, toxic and corrosive substances used safely 
and without hazard to health? 

Are permit-to-work systems operated and monitored? 



Field trips, expeditions and visits 



Have the hazards of the activity and the ability of the 
students been assessed and is one matched to the other? 

Have the students been advised about suitable clothing 
and footwear? 

Has adequate equipment been provided and is there 
sufficient competence among members of the expedition 
in the use of the equipment? 

Is first-aid cover adequate? 

Has sufficient attention been given to emergency 
procedures? 

Has the insurance and legal position been covered? 



Infernal communication 



Is the role of safety representatives understood? 

Is there a properly constituted safety committee? 

Is the level of management participation appropriate? 

Is there a system of stimulating and maintaining interest in 
health and safety? 

What arrangements are there to advise employees about 
the standard of the organisation’s performance in health 
and safety? 

Are there adequate means of communication from 
employees to management on safety and health matters? 

Is there scope for joint management/employee 
inspections? 

Are there efficient arrangements to process action on 
communication from the enforcing authorities? 



Fire 



Who is nominated to coordinate fire prevention activi- 
ties? Does he or she have sufficient authority? 

What arrangements are there for fire fighting? 

Is there an adequate fire warning system? Is it regularly 
checked? 

Are fire drills held and checked for effectiveness? 

What arrangements are there to check compliance with 
any statutory fire certificate? 

Are means of escape regularly checked and properly 
maintained? Are they clearly marked? 



8 

Printed image digitised by the University of Southampton Library Digitisation Unit 



Are flammable and explosive materials stored and used in 
compliance with statutory requirements? 



Medical facilities and welfare 



Are there adequate facilities for first-aid treatment at all 
times? 

Are sufficient persons trained in first-aid? 

What arrangements are there for medical advice? 

Are there adequate facilities to admit proper medical 
supervision particularly where this is a statutory 
requirement? 

What medical records are needed and are they properly 
kept? 

Are the washing and sanitary facilities adequate? 



Records 



Are there adequate arrangements for keeping statutory 
records? 

Are the records checked for efficiency and accuracy? 

Is sufficient use made of the information in the records to 
identify areas of strength and weakness? eg accident and 
ill health experience or training needs? 

Is there sufficient access to records of performance by 
those with a legitimate interest? 

Are copies of all the relevant statutory requirements and 
codes of practice available on site? 



Emergency procedures 



Are the areas of major hazard identified and assessed by 
qualified staff? 



Are there procedures for dealing with the worst 
foreseeable contingency? 

Have these procedures been promulgated and tested? 

Are there adequate arrangements for liaison with other 
parties who may be affected or whose help may be 
required? 

Are there arrangements to protect sensitive installations 
from malicious damage or hoax threats? 

Do the above arrangements cover the use of the premises 
outside normal working hours? 



Monitoring at the workplace 



Is it understood that monitoring will be carried out? 

Are there sufficient staff with adequate facilities to carry 
out the monitoring? 

Are the standards expected known and understood? 

Is there a system for remedying identified deficiencies 
within a given timescale? 

Is the monitoring scheme sufficiently flexible to meet 
changes in conditions? 

Are all serious mishaps investigated? 

In the event of mishap is the performance of individuals 
or groups measured against the extent of their compliance 
with the safety policy objectives? 

Is monitoring carried out within the spirit as well as the 
letter of the written policy document? 
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